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 Joint Financial Management Improvement F

""he Joint Financial Management Improvement Program (JFMIP) is a joint cooperative
undertaking of the Office of Management and Budget, the General Accounting Office, the

i Department of the Treasury, and the Office of Personnel Management, working in cooperation
with each other and with operating agencies to improve financial management practices throughout

the government. The Program was initiated in 1948 by the Secretary of the Treasury, the Director of the
Bureau of the Budget, and the Comptroller General, and was given statutory authorization in the '
Budget and Accounting Procedures Act of 1950. The Civil Service Commission, now the Office of
Personnel Management, joined JFMIP in 1966. .

The overall objective of JFMIP is to make improvements that contribute significantly to the effective
and efficient operations of governmental programs. Activities aimed at achieving this objective include:

+ Developing general objectives in those areas of common interest to the central agencies for
guiding the improvement of financial management across government and promoting strategies
for achieving those objectives. :

¢ Reviewing and coordinating central agencies' activities and policy promulgations affecting
financial management to avoid possible conflict, inconsistency, duplication, and confusion.

¢+ Undertaking projects and special reviews of significant problems and new technologies in ;
financial management and publishing the findings and conclusions. : , ' —

+ Acting as a catalyst and clearinghouse for sharing and disseminating financial management
information abouit good financial management techniques and technologies.

+ Reviewing the financial management efforts of the operating agencies and serving as a catalyst
for further improvements.

The JFMIP plays a key role in mobilizing resources and coordinating cooperative efforts in the
improvement of financial management practices, and relies on the active participation of federal
agencies to be successful. The Joint Program is guided by a Steering Committee consisting of key policy
officials from each of the central agencies. A key official from a program agency also serves on the
Steering Committee. A small staff headed by an Executive Director provides support to the Committee.
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 Preface

One of the objectives of the Joint Financial Management lmprovement Program (]FMIP) |s toactasa
catalyst and clearmghouse for-sharing and dlssemmatmg financial management lnformatlon Several
years ago, we published a report on contmumg professnonal education for federal accountants, as a
guide for organizations to establish training and profeSSlonal ‘development programs in financial
management offices.

During the past 2 years, JFMIP has been working with the American Association for Budget and

; Rrogram‘Analysis on a study of training and professional development for budget analysts in the federal
government. We would like to thank the budget office of the General Services Administration for
sharing the information on which this report was:based. This final report, Continuing Professional
Education for Budget Analysts, has been developed to promote professional development within the
financial management community and assist budget offices in identifying primary functions, activities,
and tasks and ::knowledge; skills, and abilities for entry, mid-, and "éenior-lyevel‘ budget analysts in the

federal government.

. Virgini¢B. Robinson
December 1994
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‘Introduction
»+y There:is-a'-major need to expand the government’s continuing
professionel,educati'on program. Continuing education and ' |
,.u'tr?aining are essential to attracting and retaining qualified
personnel. The objectives of this study are to promote
continuing professional education for federal budget analysts,
identify- training needs,"and recommend types of training for
deget analysts- in their current and future positions. By
- presenting detailed statements of Primary Functions, Activities, and
: ... Tasks andKnowledge, Skills, and Abilities (KSAs) for budget analysts
! 0t s e atvarious grade levels (entry level GS-5/7, GS-7/9, GS-11,
e e i 10GS-12/13, and (GS<14 and above), the Joint Financial Management
o ! flmprovemeht Program (JFEMIP) hopes to provide a useful’

resource and reference-document for agencies to use when

developing comprehensive training plans or creating continuing
+#' education curriculums. It can also be used to guide and j
‘1. supplement in-house training plans. ' \

} ;The Ovﬁice of Personnel Manegement defines the primary duties
| of budget analysts as “performmg, advising, or supervising work
m any of the phases or systems of federal budget administration
) m use. " In the budget analyst, GS-560 series, there are over
12,400 professmnal_s, the majority of them in the Department of

Defense. JFMIP is cdgnizant of the fact that, in many cases, the
training requirements for budget analysts in certain groups or

organizations will be unique. This study focuses more on
generally abplicable rather than unique needs. Training to
satisfy these unique needs may have to be customized and done
in-house.




Background P |

"In lQQO;’éﬁejFMIP issued a re“p'o‘r‘t on con‘.tinuin'g' jiiriﬁ'féSSibnal

T

" education for governient accountats. The stiidy described the

e
|

major functions of government accountants and identified the

i

subject areas encompassing the knowledge, skills, and abilities

of federal-accountants. Subsequent to the report, a compendium
- of training courses for government accountants was developed.

“+ . This compendiumis issued twice a year and JFMIP plans to
expand its coverage of training opportunities to identify those

- appropriate for budget analysts.

- J]MIP’s Steering Committee directed its staff to develop a similar -

i study’of training needs for:the budget analyst, GS-560 series. :
The staff worked with representatives from the American
Association for Budget-and Program Analysis (AABPA)}—a

non-profit,;professionaliorganization devoted to furthering

. . knowledge in budgeting, program analysis, and related fields.
.- -.AABPA established a technical panel consisting of budget officers
and senior-analysts to:develop the statements of Primary
- Functions, Activities, and Tasks and of KSAs for budget analysts.

SRR

The project team collected information from civilian agency
budget offices and developed Primary Functions, Activities, and
Tasks.and KSAs for various levels of budget analysts. As a
foundation and starting“b(;int, the project team used the General
Services Administration’s certification program for budget
analysts. The team ‘:re'\'/isved;this document so that it could be
used governmeﬁtwid‘é. The draft document was sent to the
" entire fe‘d"era:l financial maﬁagement community. Agency
' comn{énts, where appropriate, were incorporated in the final
" document. ’_ o




pindazind e g Conclusnons and‘Recommendations
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.-"1' ol '.'.'r'ii

”The 'ovemment Employees Training Act, chapter 41 of title 5,

U.S:Code, provides the basic authorization for employee
tramlng throughqut the federal government. The Office of
.-...Personnel Management provides training oversight along with
i1.¢1 adviee and leadership in personnel management and evaluation.
Agency managégs are responsible for establishing and
implementing an agency’s program to ensure professional
'::pro.ﬁcienccygftihr()ug‘-hﬂconti‘nuing professional education and
@nsthesjob; trammg i.The JFMIP has been promoting continuing

.‘;,,pﬁrg;q,fgsggnal education and training of those in the financial
'/ ~management, community... As previously stated, this is the
- second study.-JFMIP hasconducted on continuing professional
'~ «»{educatlomand trammg for, government financial managers.

STy e estididn

Based on’ observatlons throughout the study, JFMIP still sees a
'need for the federal government to place more emphasis on

+ s¢areer development; training, and continuing education

i, »oppertunities for financial management staff, especially budget

“ ;7analysts.In'thecutrent environment of declining budgets in
:which many.employees are doing more with less, training and

P =pgnt;in'ui'ng@préfess_i@jﬁa_l_;g_leirelopment are more critical to

ot ,p‘e,r;fo;ﬁm'ne;wig._qtie%aﬁd responsibilities satisfactorily. It is more

;. impertant now for federal-executives and managers to recognize

/. that training and confinding professional education are essential

... for government employees to perform well. In addition, federal

+¢ executives and managers,‘in recognizing employees’ desires to

~ continue to grow professionally, should establish a continuing
education policy and then develop comprehensive training plans
or continuing education curricula. Training, in addition to
providing the required knowledge and skills, can increase
employees’ self-esteem, confidence, and morale. It is also a
major factor in helping the federal government retain quality
and experienced employees.

TImETmE T

|
|
i,
|
i;
|




“’There are’a variety'of diities and functions for budget analysts

from budget formulatlon through budget executlon and this

- report trles to’ 1dent|fy the most significant ones. This report
i rncludes summarles of Prrmaly Functions, Activities, and Tasks and

detarled breakouts of KSAs which include subject area and

‘ related ediication’ recommendatrons, for budget analysts at the

Gs- 5/7 (entry-level) GS-7/9 GS-11, GS-12/l3 and GS-14 and

' above levels

The Pririidiry Funétions; }lctivities, and Tasks statements summarize
what the: federal budget analyst should learn and understand

J about hrs or her organlzatlon s role, mission, and operatlon,

what he or she should learn in order to perform his or her

“»‘dutles, and'in what type of activities the budget analyst at each

grade level should partrcrpate It also reﬂects the increasing
responsrbrlltles and expectatlons that come with each successive

grade level

' necessary ‘skills and abllltles that federal budget analysts need to

perform their: functlons The KSAs are derlved from the Przmaly
Functrons, ACthltleS and Tasks statements Each type of -
knowledge skill, and dbility is listed along with the subject areas
“of" budge‘trng with-which the budget analyst should be famxllar,

lncludlng recommended courses and educational topics. Some

+ of the' mformatron from grade level to grade level is repetltlve,
due to the fact that not all individuals join a federal agency at
the GS-5/7 level and adhere to a career ladder type approach

I

|
i
3
|
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. ,Grade Levels of GS-560 Budgei Analysts

| " The followmg hsts of anary Functions, Activities, and Tasks and
‘ KSAs for each grade level should not be considered a complete
‘ _ trarnmg plan a serles of quallﬁcatlon criteria, nor part of the
» .;._-‘Factor Evaluatlon System (FES) classification series. The

S document may be used in conjunction with legally requrred

_-, entrance crlterla, and each organization may use it as a resource
' for enhancmg the professronal development of the budget

. analyst, GS-560 series. .

i m'gafciiﬁon;;héf‘fonéwiﬂg,c‘aveats should be kept in mind:

e It is rmpractrcal and almost impossible to design a
RN generlc, ‘one size fits all KSA standard for budget analysts
- in the lower grades. Lower graded budget analysts may
o o , " "be responsible for tracking Congressional action on
STl Pl T e s e .f"appropnatlons, -and'thus must know the Congressional
Co -+ . process in detdil, or they may be working on econometric
or mathematical models KSAs are often contmgent on
: the nature of the responsibilities of the analyst in the
-, specific departmerit/agency. For this reason also, many of
...the: quantltatrve Sklll aspects listed i in the text are lePc
general :

e -Lower level analysts tend to work at less complex tasks,
- activities, and assignments under the supervision of higher
Sio i grade or senior level analysts; while higher grade level
e ',analysts tend to.werk on complex issues with minimal
supemsron ,

S T Through the successron of grade levels, many KSA subject
.. -areas are increasingly relevant at higher grade levels as
well asin the lower levels though they may not be listed
" orrepeated. In addltlon each KSA may not have an
adjacent related area of education specified; this is
" “because training often occurs on-the-job or is an
agency-specrﬁc development course and too.narrow for
' the scope of th|s text.

* 'Though courses listed in KSA subject areas may specify
~ certain fields of study, such as economics or mathematics,
keep in mind that the budget analyst is not nor is he/she
expected to be an “economist”; however, the budget
analyst is expected to work with economists.

The lists', by grade levels, follow.




Grade Level 5/7 o

Primary Functions, Activities, and Tasks

u s | ’Perf(')rni’wi’th'some"u”nde‘rstanding of the mission of the
i L dgeney; its goals and objectives; its role in the federal

CubedLi o Sedveriiment; basic ofganization and functions; and
Y SO SO S e VY ST S N SR . .
o e e s deae responsibilitiés:6f thé agency, its components, regional
oﬂiceéf and:the organization to which assigned.

205 APerformiwith, ‘§oh’ﬁ"é* undérstanding of the authorities under
Wthh the agency operates———laws executive orders, OMB

" SRR " e c1rculars and bulletlns other federal regulations, and internal
Bl G ::dll‘:e_Gtg,IVeS.'r.‘: g
' 3y : Perform Wi:h 'sorne understanding of how the principal

B o “operatlon(s) of: the agency (or specific organizational level)
L o wor ] (e g., procurement grants, housing, etc.), and how to
' «"apply this to:the financial management of assigned programs
.or activities::,’r?inc’luding the impact on obligation and outlay

g AT e FpatternSy s e

V 4Learn ba51cbudgetary and accounting concepts and
- principles, the:basic federal (or bureau or other organizational
level) budget process, OMB object classes and data base '

A4 ..systems;’ agency accountmg coding structure, and sub- object

f,fclasses
SR, )

unders_tanafﬁnancial document flow for budget execution;

. learn agency accountmg reports and how to prepare
current status of funding reports;

‘ relate sources of data, including output from automated
: _‘systems to assrgnments

e . . . iy
e O e N

e ‘;,_be awar f key performance measurements of the agency
and how these measurements enable the agency to meet
budgetary objectives.
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Grade Level 5/7

Primary Functions, Activities, and Tasks

i O S

5. Learrn to apply knowledge of thewh}'a‘ltﬁre,‘ “charact‘eristivcs,

applicatibhs, and structure of apprbpriatiohs and funds that }
) sgpport the missiop of the agency or A_bﬁureau.l_‘,‘ o ; i

A L Jran o .
e, LR . ‘

gl 6 Partrcrpate w1th hlgher-level analysts im meetmgs and .
dlscusswns concernmg pol|c1es goals and procedures for f
assngned programs or activities.

7. Partrcrpate wrth hlgher-level analysts in performmg various
i ‘structlons, budget exhibits and

_, functlons such as preparing
} matenal fundmg documeﬁts or reports, apply elementary
- analysis and calculation techniques—such as cost per FTE and
-, patterns of 6bligations—to assigned program areas.

8. Interact with bureau or agency personnel and, if appropriate,
personnel of other agencies or bureaus; respond to calls and

WA

(m

T

questions about materials and projects worked on.

9. L\ea_;r,’n:tg_yapply information on how funds are obligated and
i~ the meaning behind patterns of obligations.

I P

10. Write effectively; organize assignments efficiently; document,
N assignments clearly.
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Grade Level 5/7 |
Knowledge, Skills, and Abilities - T R T e

i

The basic missions, functions, and organizational . | Agency directives, regulations, policies, and

structure of the agency and its offices; and the = . » procedures, organizational and program
impact other.agéncies: stich:as:OMB and OPM have! orientations; appropriate legal, regulatory, and
on agency operatlons More detalled knowledge of procedural references and similar activities affecting

assigned programyaccount areas. management and operations; rotational dssignments
e it ] and details.

Publlc laws executlve orders OMB crrculars and .| -Budget and Aecounting Act of 1921; Con"gressional

bulletins, and agency dlrectrves govermng the o | Eudget and Impoundment Control Act of 1974;
budget process and assigned | program areas. - ~'|" Balanced Budget and Emergency Deficit Control Act :

cort g | o of 1985; Budget Enforcement Act of 1990.and
|- amendments; Economy Act; Anti-Deficiency Act;
"OMB Circulars A-11 and A-34; program regulations
“and operations; and other laws, regulations,
~ circulars, or:documents as applicable.

B Course m ;
Approprratlons law ‘

The federal budget process and how it applres to the - Courses in: I |
agency. - oS . i)+ -The federal budget process
: Budget formulation
Budget presentation
Budget execution
. The.Congressional budget process
- Internal policies.and procedures

Nature, characteristics, appiications.- and structure, -Course in:

in basic terms, of appropriations and other funds The federal budget process

that support accompllshment of the agency's '

mission.

The agency's operations and processes and how Program regulations and operations; internal agency i
obligations and expenditures are incurred for budget policies and procedures authorizing statutes. :

assigned program areas.
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Grade Level 5/7
Knowledge, Skills, and Abilities

concepts, and prmcnples.

rl‘\

iy

Basic budget, accounting and program termmology,*‘,-

¢

Courses ind s e
Government accounting
Budget formulation
Budget presentation
Budget execution

e e S e

coding, document flow.

OMBand é"gé‘ncy‘ol'j'je‘c't classes,agency acéouhtiﬁg a

B

y

Rotational ass1gnments trackmg obhgatlons

'through accounting system .

Proper use of ép‘prdﬁfiaiéd and other types of funds.

‘;On-the-job training

Course in:
Appropriations law

The agency system for the administrative control of
resources, and the basic operation of the agency's
directives and paperwork management system. - -

Agency's administrative control of funds procédures

Basic analytical techmques and good busmess 1
practlces.

i

Basic mathematics.

Courses in: . ,
Business administration
Analytical techniques
Appropriate mathematics courses

:;Appropriate mathematics courses through algebra .

Basic computer literacy.

Courses in:
Basic computer use
Software packages used by agency
Spreadsheet and graphics
Presentation software

s

Fon r




Grade Level 5/7
Knowledge, Skills, and Abilities

Preparing and editing correspondence, reports

and presentations
! Briefing and presentation techniques
, [ ertmg skills workshop
In « { ,,,,, aevrste s e i e .

_Courses in:

Basic communication skills
“Public speaking

. + Briefing and presentation techniques
o ¢ PR Ui catiiny o ERENER ¢ S
; .
i . ;
H LRSI i
Perform routine coordination with central and - --»;‘On-the-job training
regional office personnel in assigned areas. i
T CVE R VR S LI E T p , NTs s Lo
Gather data and maintain records. Course g e R
T i

Data gathering and analysrs

TN

Analyze and interpret information.- o

e

Courses in:
- Budget analysis techmques
‘Budget estimating techniques
Problem-solving and decision-making

Manage time to meet deadlines.

fOn—the;job training

‘Course in:

Time management

10

!
!
!
|
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Grade Level 7/9

Primary Functions, Activities, and Tasks Wit n L AN e

TG IR Y T e
2. Apply understanding of authorities under which the agency
| or bpreau operates and which govern the federal budget and
++the processes refated to the agency’s or bureau’s principal ’
' o.pérations.

Piewven o n ot ees, T
[RNERES I S PR S

3. Perform with an phderstaﬁ‘ding of the nature, characteristics,
- : applications,.andistructure of appropriations and funds that
ispport the agency’s‘or bureau’s mission.
4. Participate in meetings and discussions with management
officials and program managers pertaining to assigned areas;

suggest potential items for discussion.

5. Perform the following:

* Gather data necessary for tracking and evaluatmg
assigned programs or activities, and assist in suggestlng
new ways to collect or use the data gathered.

. »Use accounting reports, analyze and prepare prolectlons
of funding through the end of the fiscal year, compare
actuals to estimates.

* Develop a broad understandmg of OMB Circular A-34 and
OMB data base systems. |

. Dévélop an understanding of the meaning and use of both
personnel and non-personnel object classes.

6. Perform various functions, such as reviewing directives,
instructions, budget materials, funding documents, or
reports, apply analytlcal techmques to assigned program
areas; carry out routine functions under general supervision.

11

T T T R
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Grade Level 7/9

Primary Functions, Activities, and Tasks | ST per T it

12

Sy on

s program including:identification of material weaknesses and

7. Initiate contact with agency or bureau personnel and, if
approprlate. personnel of other agencies, at the central and
reglonal offices to gather information and inform contacts of

e latest program status. -

8. Perform ﬂnancial analyses.

9. Apply economic concepts to budget work, as necessary.

s !'M . wdf

10. Learn the basic components of the agency’s internal control

development of a strategy-for correcting deficiencies.

BT T




Grade

Level 7/9

Knowledge, Skills, and Abilities

:“ The basrc mrssrons, functrons and responsnb :tIES of
.. the agency and its oﬂ‘ices and the lmpact Congress
- and other agencies such as OMB and OPM have o

L m‘

agency operations. More detailed knowledge of
assigned program/account areas.

s e

, Polmcal process; how laws are passed. Rotatlonal h
’ assrgnments and details

Details of publlc laws, executlve orders O‘. T
f arculars and bulletins, and agency dlrectlves RO
- governing the budget process and assrgned program

Course im:.
Approprlatlons law

: All aspects of the federal budget process and how it:

';;_Course i,

- agency's financial system; and program termlnology,
. concepts, and principles. ‘ :

 applies to the agency. Budget formulatlovn ) )
- Nature, characteristics, appii‘cations,ﬂand ‘st,r.uc,ture, On-the-job training
" in general terms, of appropriations-and other funds
that support accomphshment of the agency's '
mission. o
l Agency budget principles and procedures; the * 'On-the-job.training . S L Ty e

Workings of the agency system for the
administrative control of resources, including

procedures for allocating funds; basic operation of _

agency's operations, dlrectlves and paperwork

' management systems.

OMB circulars, standard forms, and bulletins on
procurement-and financial assistance .

Principles of budget and ﬁnancnal analysrs and good

business practices.

Courses in:
Economics
Business statistics
Financial analysis - net present value

jer gt s

Internal controls.

Course in:
Internal controls

&
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Grade Level 7/9 E
Knowledge, Skills, and Abilities | e e
- Accounting.
AL P \
| General mathematics. \
‘ Computer hteracy, ncludmg word processmg, Courses in: ot \
spreadsheet programs. - . Basic computer use |
' _ Software packages used by agency
mamtenance
‘ , |
, . Communicate and present mformatlon and ldeas in_ | Courses in: i l
g wr|t|ng ' o Basic communication skills v |
sl R R A Preparmg and‘editing correspondence, reports i i
.-and presentations.” - O
Brlef' ing and presentation techmques [
“Writing skills workshop (e. g., writing effectlve
budget _]UStlf catrons .
- Communicate and present informationiand ideas: | Coursesin: - - ' e paad oA |
orally. . . .. . - . ..Basic commumcatlon skllls ‘ R |
o " Public speaking ‘ e b
LA . ' Briefir ng and presentatlon technlques ‘ !
Perform routine coordination with central and  ::1, On-the-job trammg R ERET T
regional office personnel'in assigned areas.:, .~ e : i T 1
~ Gather data and maintain records. . ' Course in: o

Data gatherlng and analysrs

" Analyzé and interpret information. — " "I Coiirses in: T
SRR ;. Budget analysis techniques .~
RS Budget estimating techniques
Lt Problem-solving and decision-making

~ Work-efféctively under the pressure of tight = | Course in:

timeframes and rigid-deadlines: - -+ - AR --§tress management

T L e v o S T 'R i

Manage time to meet deadlines. Course in: _1;

: Time management ' i

14 *
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Grade Level 11

Primary Functions, Activities, and Tasks

1. Perform-with increasing knowledge of the agency's or

bureau’s organization and functions and how subunits . . ‘ |

~ interact; broaden knowledge of the authorities under which |

the agency or bureau operates and which govern the federal |

' budget: and the agency’s or bureau’s operatlons and |
processes;. explaln processes to new employees and to

» non-government personnel, if applicable. : !

2. Apply knowledge about the nature, characteristics,
. -applications, and: structure of appropriations and funds that

“support the:agéncy’s or bureau’s mission. i

3. Utilize a detailed understanding of OMB Circular A-34, OMB
~ Circular A-11, and OMB data base systems, as appropriate.

. 4. Apply the concept of performance measures in the budget
process; justify budgets using performance measures

5. Utilize knowledge of the congressional appropriations - y
process and other leglslatlve processes, mcludlng the hlstory
of SpeClﬁC prows:ons and set-asides, ' l

6. Assist in directing meetings and dlscussmns wnth _
management officials and program managers on pohcnes and’

goals for assigned areas; be responsible for setting portions -
of the agenda. :

7. Gather data for trackmg and evaluating assngned programs;
use ﬁnanc1al economic, statistical, and workload analysns o

techniques to analyze program status and direction; present
alternatives and recommendations in problem areas.

15




Grade Level 11

Primary Functions, Activities, and Tasks

e T

roT

! |
L

i

il

8. Carry out“réspoh”sibility for a major portion of some

T

function, suchas preparing a directive, instruction, budget or
w2 financial matérials, or report under periodic supervision.

- 9. Respond to inquiries about laws, regulations, policies and )
..+« procedures governing the budget process.

DTN, ‘\w‘ EECERE T A L S ]
S SEE IR+ I IS pon Tl i

10. Make oral presentations to groups as required.

11. Anticipate issues, develop solutions pertaining to assigned

“ ;i areas.of responsibility: ' ;

16
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Grade Level 11
Knowledge, Skills, and Abilities

The missions, functions, and responsibilities.of the
‘agency and.its offices; and the impact Congress and ;..
other agencies such as OMB and OPM have on \
agency operations. More detailed knowledge of
assigned program/account areas. -

Details of public laws, executive orders, OMB
circulars and bulletins, and agency directives

governing the budget process and assrgned program
’areas ‘ :

Detail to Hill; workshop on workings of the
Congress and the Judiciary

" All'a aspects of the federal budget process and how it
: applles to the agency‘ g

On-thejob training

Nature, characteristics, applications, and structure,
in general terms, of appropriations and other funds
that support accomplishment of the agency's
mission. - -

On-the-job training

Agency budget principles and procedures; agency
financial system, program terminology, concepts,
and principles; work measurement and productlwty
measurement systems. ;

On-the-job training

Workings of the agency system for the
administrative control of resources, including
allocation and control procedures agency
operations, inter- and intra-agency reimbursable
agreements and funding, directives, and paperwork
management systems, and how to use them to carry
out program objectives. s

On-the-job training

Principles of budget and financial analysis and good

-business practices.

Seminars/symposia dealing with current issues and
concepts -

Internal control systems within the agency.

On-the-joh training

Performance measures..

Course in:
Performance measures

Congressional appropriations process.

'

Course in:
Appropriations law

:
»
:
i
1




Grade Level 11 T T —
Knowledge, Skills, and Abilities ~ e e

Mathematics, basic economics and-statistics. :z.~* : | Appropriate math, economics and statistics courses.
i e ok RS coT

Computer literacy, including word processing, - | Courses vin‘: T ' -

spreadsheet, graphics and communications Software used by agency '

programs. e : ~ Data base concepts

Communicate and present information and ideasin | ‘Advanced cotirse’in: =~
writing and advocate positions in writing. ~ Written communications

Communicate and present information and ideas and | Advanced course in:

advocate positions orally. : , | Oral communications S !
Research data, interpret information, prepare Identification of issues, effectivedecision-making

analyses, including cost-benefit analysis, and make ' : : :

recommendations. * | Course in: -

Cost-benefit analysis

Work effectively under the pressure of tight " | Course in:
timeframes and rigid deadlines. - R Personal effectiveness techniques

[Fa— ) !
Prepare schedules for self and others to meet .| Courses in: ;
internal and external deadline commitments. * * Management skill development

Effective planning techniques
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Grade Level 12/13

Primary Functions, Activities, and Tasks B D i

|
'
|

1. Operate independently and make decisions based on broad
_-:knowl,e,dgie;off the agency’s or bureau’s organization and
functions, theauthorities under which the agency-operates
and which govern the federal budget and the agency or -
. #uzgenioig o -bureautoperations,;and:a detailed undérstandihg of both OMB
o ; Circular A-34 and:OMB Circular A-11 (if/whe‘ré app'l‘icf‘aibl'g‘ to
ChL .- .. job assigned). 1+ . ' o

sREL)

. content of appropriations and funds to better accomplish the

i : : 2. Be able to identify and discuss changes in the structure or
| _
| agency’s or bureau’s mission.

3. Establish the need for and direct meetings and discussions
with management officials and program managers on policies
and goals for assigned areas; be responsible for setting the
agenda. '

TR i

4. Gather data and track progress of assigned programs or

activities; evaluate status and present alternatives and

recommendations in problem areas using financial, economic,
statistical and workload analysis techniques. ‘

5. Carfy out responsibility for a major portion of some function,
such as reviewing or preparing a directive, instruction, budget
Justification, funding document, or report, with minimal
supervision.

6. Interpret the budgetary aspects of laws, regulations, policies
and procedures, and provide guidance to other agency or

bureau offices or to regional offices counterparts on
operating with established authorities; make suggestions for
or propose new policies or procedures based on |
understanding of these authorities. |

19




Grade Level 12/13

Primary Functions, Activities, and Tasks

20

“.* 7. Be able to answer questions orally on assigned budget
* * material reflecting agency policy and correct technical
_information.” -

8. Explain bddget ‘Eoﬁcépfs, p'rd¢'¢Sses, and'_,a'ssigfhmevﬁ‘ts‘ to lower
- “graded analysts leading to mentoring by the GS-]3 level.
Learn how to organize and manage small groups on definitive
. projects. R G
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Grade Level 12/13
Knowledge, Skills, and Abilities

Current missions, functions, and résponsibilities of
the agency and its'officés; and the'impact Congress .
and other agencies such as OMB’ and OPM have on
agency operations. More'detalled knowledge of
assigned program/account areas. TR :

Rotational’assignments and details

Details of public lais; executive orders, OMB

| circulars and bulletins, and agency directives

governing the budget process and assigned program
areas; how they relate to or impact one another, and
how to propose changes; familiarity with GAO and
court opmlons that affect mterpretatlon of these

“rules.

Course in:
Appropriations law"

- AlE aspects of the federal budget process and’ how it

applies to the agency; work measurement and
productivity measurement systems; the agency
financial system, program terminology, concepts,
and principles.

Courses in: .
" Federal budget process
-Budget formulation ;
Budget estimating techniques
Writing effective budget justifications -
Budget presentation and justification
Budget execution

- Strategic planning process and how it relates to the

budget formulation process.

Course in:
Strategic planning

Nature, characteristics, applications, and structure,
in general terms, of appropriations and other funds
that support accomplishment of the agency's
mission.

On-the-job training

Workings of the agency system for administrative :
control procedures, agency's operations, directives, -
and paperwork management systems, and how to
use them to carry out program objectives.

Courses in:
Program analysis
Project management

Principles of budget, financial and economic
analysis; good business practices; and general
management principles for planning and controlling-
activities-in assigned areas.

Accounting controls—how to insure data integrity;
seminars and symposia on current issues, broad
concerns, and state of the art thinking,
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Grade Level 12/13 o K N
Knowledge, Skills, and Abilities ' RSt

:Mathematics, basic economics.and statistics, ande P RGGTIRY

structured problem-solving techniques. i . Operatrons research analysrs
Trend,analysrs

Computer llteracy, rncludrng word processrng, .
spreadsheet, graphics and communications . .
programs.

i
TRITTIN
o

!

~Communicate:and. present 1nformatlon and-ideas and Course in:

advocate positions both orally‘and in wrltrng Negotiation skills
fie : ‘
. . )‘
RN R O B ) ARSI !
Research data, interpret inforiation, prepare | On-the-job training S .

analyses and make recommendatrons. _____

- Course in:
* Ddta analysis -

Sydiee o o :
Work effectively under the pressure of tight ’\ Courses in:
timeframes and.rigid deadlines. R, Stress management .. )
- A - ‘Time management -, g,

Explain budget concepts, facts, and instructions to - Courses in: . e
others, including lower graded analysts. _ Group problem solvmg technlques 1 ;
R P R T RN Team building: - U 1'

e S P K ' v Basic supervision |
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Grade Level 14 and Above

Primary Functions, Activities, and Tasks

At thxs level -abudget analyst often assumes

supervrsory/managerlal duties and responsrbllltres The

functions, actrvrtres, and tasks' are more general in nature and
' mclude those comparable to those of any type of federal |

: manager who assumes supervrsory/managerlal duties and

responsrbrlltles However a budget manager often is'a’ workmg
supervisor who must understand and apply all budgetary
‘techniques. A budget person at this stage may also need

e

““political savvy” to' function effectively.

A supervisor at this level must have experience in developing |
and monrtorrng agency level goals and objectives through actron

‘plans performance appraisals, general management reviews,

i etc.. He or she will have responsrbrhty for audit resolution

actrvrtres or FMFlA reporting for a servrce/staﬁr or reglonal oﬁ' ice.
An assignment may also include development of service or staff
level support for the preparation of the annual financial
statement report.

A non-supervisory GS-14 Budget Analyst, where that position --

_exists, is expected normally, to be an expert in some partrcular

~":-','area, usually one of high complexrty

23
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'Grade Level 14 and Above R R A TR |
Knowledge, Skills, and Abilities e el

Expert knowledge of budget | formulatlon . =in | Continuingieducation in the budget field.

!
presentatlon and execution. Knowledge of current | Interaction with peers and participation in _ |
program- and budget issues and state-of-the-art: . professional seminars and symposia. Training in a }
developments in the budget field. Knowledge of:: | 'vva'riety'qf financial management or business areas i

areas outside of budget which have finanical . - .
importance to the programs of the agency. , S : : |

Priﬁeiples of budget and financial en‘alysis and good- - |- Impact of the economy on the budget
business practices.

¢

Areas of negotiation, conﬂlct resolutlon persuasnon, Couirses in these topics
and motivation; listening. - : ‘

Work with others in a courteous, controlled, and Courses in:

professional manner in high pressure and high stress Personnel management and related topics
situations. Listen, understand, and consider
rationally issues raised by others..

Express ideas and facts in individual or group | Course in:

situations to impart understanding of agency Effective presentation skills
policies and requests; make oral presentations to
executives, in hearing formats, and to large groups.
Express succinct, organized facts and ideas in
writing.
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Grade Level 14 and Above
Knowledge, Skills, and Abilities

Plan, develop and mtegrate strategles using
technology t0 manage and improve the financial
*management of the program area; understand the
impact technological changes have on the analysrs
and production of the budget ‘

- Training in new-to-the -government software

developments, such as data bases; project .

:management applications, and use of Internet.

Utilize available resources and ‘administrative
procedures necessary to support program and pohcy
implementation. ; o

Course in:
. Advanced management

[ 1]

Develop tnd structure the financial processes
necessary o carry out program goals, objéctives,
and priorities; monitor the overall status of program
activities. Utilize analytical and problern-solvmg
techniques to accomplish goals. .

L)

On-the-job training

* Perform supervisory/managerial duties and .
responsibilities: plan, contro], lead, orgamze, : ,
effectively guide mdrvrduals or groups to accomphsh
tasks. ' "

Courseiin:

 Federal supervisory/managerial training

Manage people and resourcesto: produce high
quality products.

‘Course'in:

Organizational behavior

e
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CPE Study

Budget Analysts in ihe Federal Government, GS-560 Series

,,,,,,
PR

- Ap’péndix

Major Contributors to this Report ‘ : |

American Association for Budget and Program Analysis
Albert Kliman, Pres‘idwentk,‘19'94‘-1'y995 o !;
Iris Lipkowitz, Past President, 1993-1994
David Mathiasen, Past President, 1992-1993 B |

General Services Administration

William Early, Director of Budget
.James Fellenbaum, Budget Officer : o :
Patricia Dews, Director, Budget Drvrsron Pubhc Burldmg Servrce

Department of the Treasury o _ «

Thaddeusjuszczak Jr., Chief; Budget Formulation Branch , i
Internal Revenue. Service . o . e

Department of Commerce

Rebecca Sweeney, Chief, Budget Formulatlon National Oceamc . 7
and Atmospheric Administration o !

Joint Financial Management lmprovement Program S l

Doris Chew, Assrstant Executrve Dlrector '
Bena Cramer, Project Manager

We would also like to acknowledge the AABPA Advisory Task Force and

others that assisted us with the project.

Terry Conroy, Department of Labor -

Stephen Dewhurst, Department of Agriculture

Dennis Kaplan, Department of Agriculture

- Carl Moravitz, Internal Revenue Service

Kathryn Murphy, Federal Railroad Adminsitration,
Department of Transportation

Ken Nelson, Army Corps of Engineers

Herbert Persil, Department of Housing and Urban
Development
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Requests for coples of JFMIP Reports
should be made to:

Joint Financial Management Improvement Program
666 11th Street NW
Suite 320

Washmgton DC 20001-4542 o

Telephone (202) 512-9209
Fax (202) 512-9593
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